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Appendix A:  CRIS Toolbar Icons  

Icons on the Patient List Screen 
 

 
 

Patient List 

Returns to the Patient List from other tabs within the patient chart, 
from which you view status information for all your patients, and from 
which you can select a patient to view more detailed information. 

Previous Patient 

Displays the chart of the previous patient selected in the Patient List. 
This icon is only highlighted if you have selected multiple patients, and 
if you are not presently viewing the first patient in the group.  When 
you click Previous Patient, you remain in the same chart section, but 
switch to the record for the previous patient in the Patient List. 
 

 
Next Patient 

Displays the chart of the next patient selected in the Patient List. This 
icon is only highlighted if you have selected multiple patients, and if 
you are not presently viewing the last patient in the group.  When you 
click Next Patient, you remain in the same chart section, but switch 
to the record for the next patient in the Patient List. 
 

 
 

Refresh Screen 

Updates the current view. You can also choose Refresh Screen 
from the View menu. It is recommended that you refresh the screen 
often, to make sure that the current view displays the most current 
information.  

Order Entry 
Worksheet/Enter 
Order 
 

Both icons open the Order Entry Worksheet. The icon on the left 
opens a blank worksheet. The icon on the right indicates that there are 
unsubmitted orders. 

Find Patient 

Opens the Find Patient dialog box, allowing you to search for a 
specific patient by name, ID, Visit ID, facility, location, or provider.  
After you have found a patient, you can show all visits for that patient 
and create a special or temporary list.  

Find Visit 
 

Opens the Find Visit dialog box, allowing you to search for a specific 
patient by name, ID, Visit ID, facility, location, or provider.  You can 
use the Find Visit dialog box to create a list of multiple patients that 
meet certain criteria - for example, all patients of a certain care 
provider who were admitted between specified dates.  
 

Document Entry 
Worksheet/Enter 

Document 

Both icons open the Document Entry Worksheet. The icon on the 
left opens a blank worksheet. The icon on the right indicates that there 
are unsubmitted documents. 
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Enter Health 
Issue 

Opens the Health Issue Details dialog box, allowing you to enter a 
new diagnosis or health issue for a patient.  This function is not 
available except to Medical Records staff. 
 

Clinical Path 
Manager 

Opens the Clinical Path Manager, allowing you to initiate and review 
clinical paths outside of order entry. 
 

Worklist Manager 

Opens the Worklist Manager, allowing you to view a list of tasks that 
need to be performed for a patient or list of patients, and to indicate 
which tasks have been completed within a particular time frame. 
 

Task Viewer 

Opens the Task Viewer, allowing you to view a history of task 
completion for multiple orders for the currently active patient. 
 

Flowsheet 
Manager 

Opens the Flowsheet Manager. The Flowsheet Manager looks and 
works exactly like the Flowsheet chart section, however you cannot 
access the main window controls (for example, the menus and toolbar).  

Print Reports 

Opens the Report Selection dialog box, allowing you to view and/or 
print reports. 
 

Add Care 
Provider 

Opens the Care Provider Details dialog box, allowing you to add 
yourself or someone else as a care provider for a selected patient. 
Once a chart is opened, this icon is accessible from all chart sections. 
 

 
Temporary 

Location/Bed 
Status 

Opens the Temporary Locations dialog box, allowing you to assign 
and clear temporary locations, view a history of all locations to which 
the patient has been assigned during this visit, or only their temporary 
locations. 
 

 

More Header Info 

Opens the Expanded Header, allowing you to view more detailed 
demographic information than is displayed in the standard Patient 
Header.  
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Remove Patient 

Removes selected patients from the Patient List. 
 

Sort List 

Opens the List Sort Criteria dialog box, allowing you to sort the 
patients in the Patient List according to criteria such as name 
location, admit date and time, and visit status. 
 

 

 
Save Time Scale 

 

Saves the time scale for the selected patient. Each subsequent time 
you display results for this patient, the saved time scale is used. You 
can change the time scale using the Modify Time Scale command on 
the Actions menu.  
 

 

 
Logoff 

Logs you off of CRIS and opens the Logon dialog box. 
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Appendix B:  CRIS Chart Section Icons 
 

Icons in the Results Chart Section 
 

 

Denotes a test result as High Abnormal.  

 

 

Denotes a test result as Low Abnormal. 

 

 

Denotes a test result as High Critical (abnormally very high). 
 

 

 
 

Denotes a test result as Low Critical (abnormally very low). 
 

 

 
 

Indicates that a result has been modified.  Click the icon to open the 
Updated Results window. 

 

 
 

Indicates that a test result has additional text that is undisplayed.  Click 
the icon to open the Expanded Results window.  
 

Icons in the Orders Chart Section 
 

 
 

Indicates that the view has been filtered and displays above the Display 
Window.  

 

 

Indicates an order set in the Requested by or Requested by Details 
views.  

 

 
 

Indicates a Hold order (Future Outpt/Pre-Admit).  

 

 
 

Indicates a Take Home Medication order.  
 

 

 
 

Indicates a Suspended order 
 

 

 
 

Indicates a Conditional order 
 

 

 

Indicates a Master Repeat order 
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Indicates a repeat occurrence 
 

 

 
 

Indicates that the order has been modified.  
 

 

 
 

Indicates PRN order   

 

 
 

Indicates Stat order   

Icons in the Documents Chart Section 
 

 
 

The Enter Document icon opens a blank Document Entry 
Worksheet, allowing you to enter a document. You can also access 
the Document Entry Worksheet from the GoTo menu. 
 

 

 
 

The Enter Document icon changes to indicate that there are 
unsubmitted documents.  
 

 

 
 

The Flowsheet Manager icon opens the Flowsheet Manager, 
allowing you to chart observation parameters using the shortcut menu. 
 

 

 
 

The Filter icon indicates that the view has been filtered. 
 

 

 
 

The Modified icon indicates that the document has been edited. 
 

 

 
 

The Unsigned icon indicates that the document is unsigned. 
 

 

 
 

The Canceled icon indicates that the document has been canceled. 
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Icons in the Flowsheets Section 
Each cell on a flowsheet can display icons indicating what kind of data exists for 
that observation parameter cell. 

 

 
 

Indicates the cell has been edited. 
 

 

 

The ellipses button must be used to locate and activate flowsheets that 
do not automatically appear in the Flowsheet Selection summary 
box. 
 

 Comments exist  

Worklist Manager Icons  and Cell Colors (Med Charting) 

 
Worklist Manager icon.  

 
Indicates a pending Scheduled task.  

 

Indicates a pending Manual Schedule task.  This task must first be 
scheduled using the Create Schedule dialog box before it can be 
marked as done. 

 

Indicates a pending Conditional task.  If the order can be activated 
more than once, the Conditional task remains purple with the 
question mark.  When there are no more orders to activate, the 
Conditional task turns white and displays with a question mark. 
 

 

Indicates that a task has not been documented as performed or not 
performed within a facility-defined time frame that can vary by task 
type, or that a task is Overdue.  The task description is also 
displayed as red if one occurrence is overdue. 
 

 Indicates a comment has been entered for the task. 
 

 
Indicates the cell has been edited. 

 

Indicates a task has been performed 
 

 
Indicates a task was marked as not performed. 
 

 
Indicates the task has been canceled because the order was 
canceled, discontinued or suspended 

 
Mark as Done Icon 
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Indicates a continuous task.  When you chart as done, the solid bar 
disappears up to the documentation time. 
 

 

Indicates the tasks that were placed after a scheduled time. The 
trough allows for documentation during the (trough) time frame. 
 

 

Indicates a start when first given task based on the first task 
occurrence.  

 
Indicates a PRN task. 
 

Greentrough 
 

 

Indicates variable schedule. A green trough displays in the time-grid 
cells starting at the first possible administration time.  
 

 
Hour Glass 

Indicates the system is processing the action. 
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Appendix C:  Windows Navigation 
 

GUI Actions Using a Mouse 
Term Mouse Action Result 

Single Click Move the mouse pointer to a screen selection 
item and click the left mouse button. 

Selects the item or 
performs an action. 

Double-click Move the mouse pointer to a screen selection 
item and click the left mouse button twice in 
rapid succession. 

Performs an action 
(e.g., opens an 
information screen). 

Drag and 
drop 

Click-and-hold the left mouse button on an 
object to move (drag) it to a new location; 
release the mouse button to drop the object. 

Moves a selected 
object to a new 
location on the screen 
(e.g., to the archives). 

Scrolling 
 
 
 

 
 
 
 
 
 
 

 

Vertical scroll bar 
• Click on the arrows to scroll one line at a 
time. 
• Click or click-and-hold the down arrow to 
scroll downward. 
• Click or click-and-hold the up arrow to 
scroll upward. 
• Click on either side of the scroll box to 
move one page. 
− Click below the scroll box to move down 
one page. 
− Click above the scroll box to move up one 
page. 
 
Vertical scroll bar (cont'd) 
• Drag the scroll box to an approximate 
location. 
 
Horizontal scroll bar 
• Click on the right or left arrows to view 
additional information. 
 

Some screens display 
vertical and horizontal 
bars, which allow you 
to view longer or wider 
lists of data, displayed 
in a window. 
 

Shortcut 
Menu (Right 
Mouse Click) 

Move the mouse pointer to a screen selection 
item and click the right mouse button. 

Shortcut menu, listing 
options to perform a 
particular function.  
Similar to selecting 
from the Menu bar. 
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Other GUI Actions 
Term Action Result 

Menu Bar Place cursor on word on menu bar 
and single click OR hold Alt key and 
press underlined letter in menu option 
(ie Alt F to open File drop down 
menu) 

Selected drop down menu will open 
to allow for further selection. 

Drop 
Down 
Menus 

Once the drop down menu is opened 
(see above), move cursor to highlight 
desired option and single click OR use 
up and down arrows to highlight 
desired selection and press the Enter 
key 

Selected option will process. 

Tool Bar Place cursor over selected button and 
single click 

Selected option will process. 

Radio 
Buttons 

Place cursor over selected box and 
single click 

Button will be selected (filled-in) 

Checkbox Place cursor over selected button on 
Tool Bar and single click 

Checkbox will be selected (filled-in) 

Status Bar Requires no specific keystroke or 
mouse click. User looks at the bottom 
of window. 

The bar at the bottom of the 
document window that displays 
information about a command or 
toolbar button, an operation in 
progress, or the location of the 
insertion point.  

Help (F1) Press the F1 key on the keyboard The Help dialog box will open. 
Help 
Button 

Single click on the Help Button (on the 
Tool Bar) 

The Help dialog box will open. 

Help 
(Menu) 

Single click on the Help menu on the 
Menu Bar OR press the Alt key and 
press H. 

The Help dialog box will open. 

Minimize 
Windows 

Click on the (–) Box in the upper right 
corner of a window. 

Reduces an application or 
document window to an icon on 
the taskbar. To restore the window 
to its previous size and location, 
click the application icon on the 
taskbar 

Maximize/
Restore 
Windows 

Click on the ( ) box in the upper right 
corner of a window to maximize OR 
click on the ( ) in the upper right 
corner of a window to restore. 

Maximizing enlarges a window to 
its fullest screen capacity and 
restoring a window returns the 
screen to its previous size before it 
was maximized. 
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Other GUI Actions 
Term Action Result 

Closing 
Windows 

Click on the (X) box in the upper right 
position OR Click on File (on the menu 
bar) and click on Close. 

The window will close.  If 
appropriate, you will be prompted 
to save data. 

Keyboard 
Shortcuts 
- Menus 

Open menus using the Alt key and the 
underlined letter.  To move within the 
open menu, use the up and down 
arrow keys.  To select an option 
(highlight), press enter. 

Open menus without using the 
mouse 

Keyboard 
Shortcuts 
– open 
window 

The Tab key will move from field to 
field and from button to button in 
open windows.  Use the up and down 
arrows to select options in drop-down 
fields.  To select an option (highlight), 
press enter. 

Select options in a window without 
using the mouse. 

   
 
‘Windows’ conventions apply to windows in CRIS: 

• You can cut, copy, and paste within and between order forms 
• You can resize most windows 
• You can highlight a group of orders or documents, etc. in some windows 

by  
o Click first order, holding shift key down, click last order to highlight 

a sequential group of orders or documents. 
o Hold control key down, click on individual orders to highlight a non-

sequential group of orders or documents. 
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Appendix D:  Tips and Troubleshooting 
 

Refresh 
Clicking the Refresh icon insures that any new data that has been recorded will 
be displayed. 
 

For MAC Users 
To ‘right-click’ with a one button MAC mouse, do the following: 
Hold the Ctrl key and click with the mouse (Ctrl-Click).  Also, any function found 
in the shortcut menu resulting from a right-click of the mouse, can be found in 
the menu bar at the top of the screen. 
 

Scroll Wheel Mouse 
When using the scroll wheel mouse, the current field (highlighted in blue) will 
change as you scroll.  In the order entry function, this can change your section in 
the order form instead of moving down the form.  Care should be taken when 
using the scroll wheel mouse. 
 

Can’t Find Data 
• Click the Refresh icon. 
• Check the Filters. 
• Check procedure that was used by the user.  (For example, looking for a 

document in the Orders tab) 
 

Can’t Sign-On 
• Verify that the user is using the correct sign-on code and password. 
• Verify that other users can sign-on to their computer. 
• Move to another workstation (if available). 
• Verify that the sign-on code and password are spelled correctly. 
 

Blank Screen 
• Is the workstation plugged in? 
• Is the workstation turned on? 
• Is the workstation functioning? 
• Check whether the power is on or off. 
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• Check for loose cable connections. 
 

Unsaved Flowsheets 
If you close a flowsheet incorrectly by selecting the X instead of the close button, 
the flowsheet will close without being saved. If you try to document on another 
patient, you will see this message: 
 
 

 
Screen A.1:  Unsaved Flowsheet message 

 
To resolve this, select the flowsheet manager. The unsaved flowsheet will 
display. Save and close the document correctly by clicking the close button. Now 
you are ready to move to another patient’s chart. 
 

 
Screen A.2:  Save Flowsheet 

 

Correct way to 

Save & Close 

Flowsheet Manager Incorrect way to save 
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CRIS Website  
http://cris.cc.nih.gov 
 

Windows Skills Online Tutorial Website 
http://www2dev.cc.nih.gov/crc/winnav/WinNav_content.html 

http://cris.cc.nih.gov
http://www2dev.cc.nih.gov/crc/winnav/WinNav_content.html

